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RECORDS RETENTION SCHEDULE (RC-2) - Part 1

See instructions before completing this form. Must be submitted with PART 2

Section A: Local Government Unit

Clermont County Emergency Management Agency 4011

{Local govermment entity) {Unit)
?/D %\’7 e Pam Broughton Director 5‘30' IZJ
(Sighature of spon e official) (Name) (Title) {Date)

Section B: Records Commission

Clermont County Records Commission {513} 735-8660
Records Commission _ (Telephone number)
289 East Main Street Batavia 45103 Clermont
(Address) {City) (Zip code) {County}

To have this form returned to the Records Commission electronically, include an email address:

I hereby certify that our records commission met in an open meeting, as required by Section 121.22 ORC, and approved the schedules
listed on this form and any continuation sheets. | further certify that our commission will make every effort to prevent these records
series from being destroyed, transferred, or otherwise disposed of in violation of these schedules and that no record will be knowingly
disposed of which pertains to any pending legal case, claim, action or request. This action is reflected in the minutes kept by this

C ssion.

5-194-2012

Records Commission Chair Signature Date

Sectioﬁ?:: Ohio Historical Society - State Archives
o / i f? ' ZA(,AM o &mrJ 5] ,Ac;s.‘.‘ 54-,5‘..,5‘3" o7 / ¥ / ZovZ.

1 l‘g/ nature Title Date

Section D: Auditor of State

iln: & WM 7-/642—

Signature Date

Please Note: The State Archives retains RC-2 forms permanently.
it is stronaly recommended that the Records Commission retain a permanent copy of this form

Form:FP-RC2 (part 1}, Revised September 2011



Form RC-2 ‘- i { | Page 2 of 3 |
Schedule of Records Retention and Disposition N
Continuation Sheet

Section E: Records Retention Schedule

Emergency Management Agency 4011
(Local government entity) {Unit}

M @ B @) TR
S‘chedule Record Title and ‘ Retention Period ) Media Type S 55"
Number Description ‘

- | Annual Budgets/Budget
4011-01 Preparqtlon Paperwork —
Preparation documants used to
create annual budget

5 years PaperiElectronic

Annual Reports - Reports “Maintain paper until
4011-02 | containing substantive information microfilmed and quality
of operations, policies, procedures | control checked, prior to-
and planning paper destruction

Paper

Migrate or maintain as

Annual Reports - Reports necessary until no longer

. 4011-02A containing substantive information Electronic or All

of aperations, policies, procedures IOf a‘:mi?iﬂ:at";e’ :isc?l or Other Media
and planning egal value in electronic
format et bl
N "3’-4 TaeHE I T
Qwr;?al:;lr: :&zgrsvﬁvg ?rﬁg?r:aﬁon ‘ ' 7t %tdf& @E‘;‘?ﬁ )
. - )’:“: / I.i_!j}.-‘\j
4911 028 of operations, policies, procedures Permanent Microfilm 3 F%gm%fﬂ

and planning . (i

et

T

4011-03 Bids {Unsuccessful} - Bids 2 Fiscal years after Board Wﬁ *@i%?’” 7
] Al

not awarded Action

Paper/Electronic

Contracts - Legal agreements Maintain paper until
with individuals, organizations, or | microfilmed and quality

Paper

4011-04 entities to procure goods and/or control checked, prior to
services paper destruction
Contracts - Lega/ . Migrate or maintain as
- Legai agreements necessary until no longer '
4011-04A with indjviduals, organizations, of | of a¢ minriitrattive c,fis;casi, or Electronic or All e AT
- enlities fo procure goods andfor ! Other Media ?'}gmﬂr'?‘“ﬁ&m j| Lt
legal value in electronic 7;93! A .(a&h_.,.,ﬁ A
services ,.ﬁ:;‘ ,%.‘ LA KE Ry it e
format . . &&ﬁﬁgm‘f R )
n - P ke
4011-04B Sﬁh "t"r:':'?”a’;? gg:’%;z?’g:;rzr 15 years after éxpirétion | Microfilm ﬁ%?% &J% :
entifies to procure goods and/or y ‘ 5»‘-': i

b

services

et 3
eomee e
-.1' J.-..“.l‘ -‘r‘.. o dh"_
e

Correspondence ~
Administrative/Operational -

Messages sent and receivad by »f
4011-05 any media including letters, 2 years Paper/Electronic e 2
memoranda, faxes, g-mall C : S BT
messages, miscellaneous ‘%ﬁ s ek
communications, etc. e N . ST R A
4011-06 gg?: : mental Staff Meeting | , year - Paper/Electronic E'}-‘;%}fﬁrg‘ﬁﬂ‘iﬁ %ﬁfﬁgﬁ%“;
: : : ar iR M XS e At
. " a 3 TR ]
4011-07 Electronic Mail - Email Retain according to content | Paper/Electronic % Sn;:i:i*“
Expense Records ~ Copies of | 3 years g
Purchase Orders, Requisitions, - 0
4011-08 | Invoices, Billing Records, Receipt | . , - | Paper/Electronic
Documents and Travel Expense Original maintained at
Records ) Auditor’s Office

SAOILGRP-RC2-(Inst.) Revised Seplember 2011



Form RC-2 Page 3 of 3
Schedule of Records Retention and Disposition
Continuation Sheet
Emergency Management Agency 4011
{Local government entity)} (Unit)
{1) (2) (3) (4) {5 (6).
Schedule | Record Title and Description Retention Period Media Type | Foruseby | RC-3
Number . Auditor.of. | Required
. Stateor. | byOHS-
: OHS-LGRP-~ LGRP
Pay Ins to Treasury Records — ! o
4011-09 Records documenting monies received | 3 years Paper/Electronic . (]
al agency and paid into county lreasury . - r
Payroll Worksheets — Timea Input
Worksheets, Time Cards, Payroi!
4011-10 Timesheets, Departmental Timesheets, | 3 years Paper/Electronic B
Leave Requaests, individual Payrolf . :
Deduction Reports, OBES Reports .
Publications, Handbooks, Permanent until 4. i
4011-11 Directives, Manuals, Policies, Paper/Electronic ]
Rules & Regulations su'perseded or replaced ) .
3 years after official .
closeout by the . .
granting institution
4011-12 grant Recprds ~ Includes Disaster (Federat and State Paper/Electronic - O
ocumenialion .
Grants —~ Grant .o, r
Requirements oo
Supersede) ‘
Citizen Corps Council and ¢ .ot
4011-13 | Terrorism Advisory Team 3 years Paper/Electronic . O
Minutes . s '
4011-14 Local Emergency Planning 3 years Paper/Electronic ] : ;“ ‘ D ’
Committee Meeting Minutes | Hn .
SERC (State Emergency ! -
4011-15 Response Commission) Tier |l T years Paper/Electronic | '
Reports . "
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